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1. Requesting Agency
mnpmmmfr OF IABOR AND INDUSTRY

| 2.~Division or Bureau of Requesting Agency

AJD:M;J-,’V: arie A

3. Authorization Requested (Check only one of the squares below).

A

Dispose of present accumulation. No

additional accumulation
pated. Records have ceased to have value
to warrant retention.

-

B .

Establish retention schedule for re-
E cords for which there is a continuing
accumulation. The records will cease to
have value to warrant their retention after
the period of time indicated.

is antici-

Microfilm
Originals if not microfilmed would be
retained for the period of time indicated.

and destroy originals.

5. Description of Records

2 6. Recommendation
lt.em Describe records accurately. Include title, form number, size of documents, | of Hall of Records ‘
N work or activity to which the records relate, inclusive dotes and quontnty and Board of Public

o (cubic or linear feet). Show recommended retention period. Works. A
1.| ACCOUNTING RECORDS Gyyinouedt THoet 42
o ‘ %(2 et tscrr
Quantityr 80 cubie feet a
Datess 1938 - =
File Arrangemonts Chronological
Anmual Accumlations § cuble feet
Disposable Amounts 65 cubie feet (estimate)
Audited bya State '
This item includes all standard accounting forms used by State
. agencios a8 supporting data to the final book of entry. The final
book of entry is to be retained pemanently. Specifically, these
,ml .
COmptroller of the 'rmasury -
!“orm'Nb. '
E=1=5 Distribution of Charges
E-l and B~  Transmittsl
DD=-1 Certificate of Deposit and Bank Deposit 8lip
R=-2 éf;amg- - Monthly Report of State Funds Collected and Deposited
Distribution of unexpended and obllgated bala.ncea
¥onthly Statement of Balances
Purchasing Bureau (Department of Budget and Procurement)
1-A Requisition for supplies .
7. Agency, Division or Bureau Representatwe
Q%m/auiw /{/ fp-2-§§"
Signature Title Date

Schedule Authonzed as Indicated in Col. 6 by Hall of |
Records Commission. ,

. Public Works.

M S 6&%

Disposa! Authorized as Indicated in Col. 6 by Board of

15 /\ ﬁ,\& )
4/ x/ 5 : S/ @_,4/&.4/\ :
Date Archivist Date e~ ‘Secretary
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5. Description of Records »
Describe records accurately. Include title, form number, size of documents,
work or activity to which the records relate inclusive dotes and quantity
(cubic or linear feet). Show recommended retention period.

of Hall of Records
and Board of Public

-~ h7-A Purchase Order
100-16 Out-of=-Schedule Requisition for Supplies
39-A and LO~-A Stores Reguisition _
CF=2 Copy of Contract Awarded
- CP=1 Capital Fund Requisition for Fquipment
100/2 Actual Emergency and Repairs Report
27-A Copy of Contract Awarded
CF=3 Copy of Contract Awarded
‘ : Delivery Invoice
26-A Notice of Awerd of Contract
52 ' Credit Memorandum
3 U Report of Partial Delivery

BePe Inv, 1 Stores Record

Budget Bureau (Department of Budget and Procurement)

BB=1l (Rov,) = Formerly BBel and BB=2
. Budget Schedule Amendment Sheet
B.P. Tnve R101 Report of Fixed Assets {anmal)
B.Ps Tnv, R102 Report of Materials and Supplies (annual)
BePs Inve 6  Materials and Supplies Physical Inventory (ammal)

BB-u0 Request for Position Action
Dudget Form  Budget Estimates Fiscal Year (13 pages including
No, 1 thrmu 11 . farn statemont)

R,Pe Inve 2 Equipment Record
BePe Inve 3 Hotor Vehicle Record
¥emorandun of Adjustment

Others

Vendors Invoices
Bank Deposit Slips
Bank Statements
Bank Deposlt Recelpts
Canceled Checks
Cash Receipts ~ ¥amufacturers' Directory
Cash Receipts =~ Boiler Inspection
Cash Receipts = Fee charging Rmployment Agency
A<7 ~ Compensatory Time Earned
A=8 = Compensatory Time Used
C=16 = County Employment Certificates Issued by Physicien
County BEmployment Certificate issued by Physician and revoked
by the Department
U, S, Internal Reveme Scrvice Form W=2 used in comnection
with Physicians fees
Long distance telephone call record & I ’(';'(’-’ 5,
. RF)AI’W e PUOBLIC
' JUN 13 7=

Works.

-----------

Lapretrry

6. Recommendation -
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5. Description of Records . ' S 6. Recommendation

4. Describe records accurately. Include title, form number, size of documents, of Hall of Records

‘t'em - work or activity to which the records relate, inclusive dates, and quantity and Board of Public
°. {cubic or linear feet). Show recommended retention period. Works.
B-20l Daily Cash Recaipts Roport = Original and Duplicate

State Fuployee's Credit Union Form L2 « Credit Union
_Payroll Deduction Statement :

RECOMMFNDATIONs REFAIN FOR THREE YEARS, OR UNTIL AUDITED, VHICHEVER
- IS TATER, AND THEN DESTROY,

2.| ACGOUNTING REGORDS FOR WHICH DISPOSAL HAS BEEN PROVIDED BY A GENERAL Qgresuer Aecl oz
RECORDS RETENTION SCHEDULze . . L oo

PAYROLL (Prior to July 1, 1953). The agency copy of this payroll
form 46 %o be retained for five years or untdl audited, whichever
is later, and then destroyeds (Ceneral Schedule No. (=1, Itéem 1-d,
approved by the Board of Publle Works, Jamuary 11, 195%) =

PAYROLL JOURNAL = The agency copy 18 15 be retained for thres years
or until audited, whichever is later and then destroyed. (Ceneral

Schedule Hoe (-2, Item 1=, approved by the Foard of Public Vorks,

Jamiary 11, 295 T

PAYROLL EXCEPTIONS, Additions and exceptions « The agency copy is
. to be retained for three years or until audited, whichever 18 later,
- ard then destroyeds (Cenoral Schedule No. 2, Item 3~b, approved by
"the Board of Public Works, Jamuary 11, 195h)

PAY WARRANTS - The agency copy 45 to be retained for three years or
until audited, Fedoral and State, whichever 4s later, and then
destroyeds (General Schedule No, 3, Item 3, approved by the Board

RECEIVING WARRANTS = The agency copy is to be retained for throe
rs or until audited, whichever is later, and then destroyed.
Ceneral Schedule No, L, Item 3, approved by the Board of Fublie
Works, ¥ay 10, 195k) ‘

TRANSMITTAL FORM E~1 or E-% (Comptroller of the Treasury Form) is
to be retained for three ysars or until audited, whichever is later
and then destroyed, (General Schedule Ho. 5, Item 3, approved by
the Board of Public Works, May 10, 19%%) -
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5. Description of Records
" Describe records accurately. Include title, form number, size of documents
work or activity to which the records relate, inclusive dates and quontlty
(cubic or linear feet). Show recommended retention period.

6. Recommendation ’
of Hall of Records
and Board of Public
Works.

3.

be

HAS’I’ER AUTHORIZATION

Quantity:s % cuble faot : )
Datest July, 1953 « = -

File Arrangemontt Alphabetical o
Amual Accunmlation: Y linear inch
Audited byt State

Authorization of the Commissioner of Personnel to enter the em~

ployee's name on the payroll or to mike any changes in the payroll
cf the employes, Information on the reverse side lists deductions
from the employee'a pPays - . _ -

RECOMINDATIONs RETATN VHILZ INDIVIDUAL REVATNS EMPLOYED AND FOR
- THREE YEARS THFREAFTER OR UNTIL AUDITED, WHICHEVER
1S LATER, AND THEN DESTROY.

LEAVE RECORDS
Quantitys 8 cubio fest | é
Datest 1938 « = _ ,
File Arrangemenmtt Chronological - .
Annual Accumilations

Disposable Amcunts
Audited by1 State

£ cubic foot
6 cubic fe‘et
This item includes a.n leave recorda of the Departmnt. These ares
S0 - 128 A State-widae mave Record Forns Prepared anmuale
ly for each employee, shows all leave taken and
any accrued leave. Attached to the lsave card

than three day's sick leave,

‘ A‘-; '3 B.equeat fcr Leave
A =-10 Vacation a
Daily Sign in and out Sheet = office shoot
and county sheet
RECOIMEMNDATIONS RETAIN FOR THREE YEARS OR UNTIL AUDITED BRICHEVER

IS LATER, AKD THEN DESTROY.

B SRATSIRES
PR

ity e
SUN P
Ao

Ty,
[ S W N

N

' 18 any physiclan's certificats required for mm_
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' Wa_/“«_
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